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QM0497 



Course Dascriptian: 

This subnourse Is of interest to sll personnel who anticipate assignments involving club 
management or who dasire familiar izrition with club administration. It explains club 
operationSs and procurement of equipment. 

Lesson 1 - Club Operations Orientation discusses the role of the installation 
club manager; and the functions ^ responsibilities , and prinaiples 
of management. 

Lesson 2 - Club Equipment and Layou t covers prDCurement of club equipment 

which includes^ fimds and supply procedures useds selection and 
distribution of various types of equipment, and layout and design 
principles for club kitchen and dining areas* 

£ach lesson assignment includes lesson text and self=grading lesson exercises, -ta 
examination is included, however ^ the answers to this examination are not available. 
Lesson i, Section 1, Lesson 3 and their supporting materials have been omitted due to 
military specific materials^ 
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INTRODUCTION TO CLUB MANAGEMENT 



INTRODUCTION 



1. SCOPE. Introduction to Club Management includes club operations, 
'club equipment and layout, and military and civilian protocol. 

2. APPLICABILITY. This subcourse Is of interest to all personnel 
who anticipate assignments involving club management or who desire familia 
ization with club administration. The subcourse explains club operations, 
funds authorized for establishment and use, procurement of equipment, 
disposition of property! rules of protocol. Including seating, serving, 
receiving lines, and precedence among the military, and displaying the 
National flag. 

3. PROSRAM OF CONTINUING STUDY. When you successfully complete 
this subcourse, we recommend that you apply to take one or more of the 
following: 

a. QM0371, Club Restaurant Operations, Part I. 

b. QM0372, Club Restaurant Operations, Part II. 

c. qM0498, Management of Club Resources. 

d. QM0500, Open Mess Food Service. 

e. QMOSOl, Managemint of Club Accounting. 




LESSON 1 Credit Hoursi 2 



LESSON ASSIGNMENT 



SUBJECT Club Operitions Orlfntatian. 

STUDY ASSIGNMINT L^n Text 

SCOPE Club manager I funetlonSs reiponeibilitlas ^ 

and principles of management* 



OBJECTiViS As a reailt of mjcge^ul complitlon of this 

i^ignment, the student will be able to- 



1, EKplaln the role of the Initallatlon club manager* 

2* Define management and the principles of 
management as applied to Army clubs* 



SECTION II FUNCTIONS OF THE MANAGER 

IntiroduGtton 8 17 

Thi prihctplts of fl 17 
nrmragiment 

Minigimint ikilli 10 19 

MiMgement functions 11 20 

Programed review B 24 
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ADMINISTRATIVE INSTRUCTIONS 



4. MATERIALS CHECK. Chick to make surs you have any study material s 
listed on the eovtr* If anything Is missing, unreadabls, or not In orderi 
lit us know right away. Use a Student Inquiry Sheet i we -ye bound one Into^ 
this booklit it the end of iieh lesson. Take a look at your examination 
answer fonni Is the subcourse number on the form the same as the numbar 

of this subcourse? If not, get the word to usi we'll have a correct answer 
form on Its way as fast as we can. Don't forget to include your social 
security account numbir (studint number), mailing addriss, and ZIP code 
when you write, 

5. SUBCOURSE ORGANIZATION* This subcourse Is organized Into this 
single booklit containing materials needed to completi the subcourse. If 
additional materials are neided they art indicated on the booklet coyer. 
This subcourse booklet consists of lessons and an examination (sti para- 
graph 7). Each lesson consists of a lesson iisignment, contents pages, 
lesson text, silf-grading lesson exercists, and a student inquiry sheet. 

6. LESSON EXERCISES, Each lesson In this subcourse 1s designed for 
self-evaluation* This 1s done through the self-grading exercises which 
you must work after studying each lesson text. You will find instructions 
for completing the ixerdses In each lesson. Becausi you complete the 
lisson exercisis and verify your own work, you do not submit your answers 
to the School for grading. This is what Is meant by the self-evaluation 
characteristic of this subcourse's lessons. You will receive credit for 
the total hours of this subcourse upon successful completion of the exam- 
ination. 

7. EXAMINATION, Take the examination only after you have studied 

all the lessons and suecissfully worked all the lesson exercises, Remimber 
your answers must be based on the study assignments, not on personal expe- 
rience or Information from other sources. Further instructions are with 
the examination. Be sure to read them. 

a. If you are a Quartermaster School student , use the machini- 
process answer form for your answers to the examination exercises. We 
know you want to receive credit for this subcourse ^ so be sure to send 
the complitid form to the School for grading. Please don't tear, bend 
_ . or puncture this form; if you do, the grading machine will toss it back at 

us, ungraded, 

r b. If you are a student of another school , use the instructions 

and answer form provided by that school . 
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SECTION II 



FUNCTIONS OF THi MANAGER 



8, INTRODUCTION. The diffarences In Individual clubs and in the dutias and 
qualif Icitlon of personnel art detarminid by the ilzt of thi club, the type of food san/lct 
offered, and the availibility of qualified perionn&l. An elaborate breakdown of Jote is 
characteristic of larger clubs. The same work is carried on in smaller clubs, although there 
is a great deal of ]ob combination and a much less complicitid operating procedure* The 
manager coordinates activities and Is responsible for club management and his staff's 
performancei Succesiful orpnlzatlon of a staff Into a working unit depends upon 
recognizing the capabilities, potentials, and interests of the employees and in assigning 
and training them iccordingly* The manager must be able to coordinate functions and 
activities and promote and malnlBln harmonious relations among the operating branchis 
for the benefit of the entire club. He must organizei finance, and staff the club with 
that and in mind. 

9. THE PRINCIPLIS OF MANAGEMENT. Management is a process of 
organizing and employing resources to accomplish obj^tives. The club objectives are to 
promote and maintain the well-being^ morale, and efficiency of personnel, inllsted and 
officer, by providing them with dining, swial, and recreational facilities. Management is 
geared to this end. There Is no place in the comply management system for the pure-hunch 
decision or the "^at of the pants" problem-solver and decision-maker. Too much is at 
stake for problem solving to be undertaken only in terms of how much experience one 
has in a given area. Decision niaking must combine experience and the prlnciplos of 
management. There are five basic principles of management used by the manager: 

a, PLANNING, Effective managers realize that a mibstantial portion of 
their time is devoted to planning. It is a logtal method of moving from one stett of 
affairs to another. The deteil and depth of the planning depend entirely on the size and 
complexity of the under^klng. The scope of tfie manager's planning could range from 
small details, such as vvhat to Include on a menu, to major Items, such as what kind 
of entertainment to offer for a^ecial season. Planning requires the ability to think, to 
analyze, and to reach deGlslons, In planning, the minager must conmjlt with many people: 
the chef/ about food; the bartentter, concerning alcoholic drinks; maintenance personnel, 
ranceming repairs to the club and equipment; the artist, for decorations; and many others* 
There are weral element in any planning ftjnctlon. If the manager were ftcad with the 
problem of disposing of i large amount of leftovtr roast beef, he could apply the elements 
of planning as follows, 

(1) DETERMINING THI OBJECTIVi. The manager may hive 
IS his objective the profitable disposition of the leftover roast beef. 
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(2) ESTABLISHING MiASURABLi QOALS. The managtr 
could have two primary goals. First, he could have goal of making a profit. This 
goal is influincid by whatever decision he mtkis regardini the method to be uiad for 
dispMlng of the betf. Second, he is concerned with dispoiing of thi teef without a lo^ 

(3) iVAUUATING ALTERNATi COURSBS OF ACTION. The 
mtntger must eviluate different coursw of action regarding tfit leftover beef. Acetptabli 
course of action might be to offer hot roast beef sandwiches on a lunch menu or to 
serve the beef in ■ buffet The minager murt tike the action which would be the most 
profitable and would dispon of tfie lai^ist amount of beef. 

(4) DiVEUOPING PROCEDURiS TO BRING ABOUT THE 
PLAN. If the manager dwides on fte second course of action, he must consult with the 
chef eoncimlng the preparation for the buffet. Ha must consult with otiiers conwming 
space and other preblams. The manager must consider many thinp, such as the feasibility 
of having a bufht at tiiat time of month and the other activities that are planned for 
that period. In developing proc^uris to bring about the plan, the, manager must be flexible 
to fit *e plan and *• procedures so that the effort will be succassful. 

b. ORGANIZING. Oiianiiing is putting work into separatt ttsks and 
providing for their accomplirtimtnt. In *e orpnlzatlon of the club, a chain of command 
must be established. Activitlw are divided into functions wch as bar, dming facility, 
catering, recreation, aceountlng, malntinance, supplyi and a wparvlsor and the needed 
resources are assigned to each function. In organizing the club activities, the manager must 
take the following steps: 

(1) Detemilne what Is niceswry to accomplish the mi»ion. Each 
function must be analyied to dettrminethefquipment, pereonntl, or supervision nacessary 
for it to operate. 

(2) Make sure *at all related functions are groupad. For instance, 
ill advertising effort, decorating, and sign painting rtiould be grouped. The artist, workers, 
and sypifvlsor would *an put a concerted effort behind the idvertlsing and decorating 
and realize better rtwltt. 

(3) isttblish ot^anizatlonal chain of command (fig. 1). The 
manager must esttbllrti a chain of command and inwre *at all employees are aware of 
who tfieir supervisor is and his area of rMponsibillty. . 

{4) Aoign re^onsibllities so tiiat someone is r^onsibie for all 
phaMS of ttne club operation. This insures that the manager will have someone to help 
him with any problems In club's operation. 

(B) Select and wlgn personnel and allocate other resources. The 
selection and alignment of parsonnel to area of riiponsiblllty are based upon a peraon s 
ability, wperience, and leedershlp. After a pewn is selected, he must bt given the r^ure^ 
and autiiority to operate his segment of the club. 
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{6) Insuri Qontrol of his miny oparatlons. Hi must ittablish 
chicks ind balaness so that one pirsen*s work is chickid by anothir pfef^n. For instanca, 
tht purchasing agent for thi club may not purchiia anything without a purchase order 
from tile purchising department, and the purchising departmint may not issut an order 
without autiiorlzation from the dipirtment concsmed* 

c. DIRECTING, Dire^ing mtans guiding the club In the execution of 
iti plani. Once the plini havi been stt up, the manager must determine how much direction 
is needed to accomplish the te^lc To provide the needed direction, the manager must 
communicate Id^s to the employees, motivate employee to carry out the ideas, and 
supervise the performance of tiie ^ski, 

d. COORDI MATING, Coordinating Is the tying together of all 
functional element in the mission. Coordination iniurei that different sections or persons 
do not have conflicting or ovirlipplng functions, that maximum cooperation between 
iectioni Is achieved, and tiiat resources are being expended wisely. 

e. CONTROLLING. Control is exerclitd by the manager to regulate 
activities according to the original plan, which wmi based on an analysis of organization 
goals or objectives. Confl-ol can best be achieved by ob^rvation and comparison of actual 
operations with planned operations and correction of any deviations. 

10, MANAGfMiNT SKILLS. There are many sidei to the management 
question. There is tiie viewpoint of the total organiiation, the outlook of its responiible 
auihorlty, the atti^de of tfie employet to\mrd his bosii and the concern of the mH^nager 
in terms of his responsibility. The manager uses tecRhlcal, human, and conceptual skills 
to bring about the mw^u\ completion of the or^nizational minion, 

a. TfCHNICAL, In club management, technical skilli relate to the 
manager's ability to ^bllsh accounting controls, analyze financial statement, and 
determine whether his operatloni are profitiible. The managir muit also have *e technical 
knowhow to esteblish cost confroli so that *e operations can be managed to produoe 
a profit The manager must under^nd ttie ewntlals of prtventive maintenance of his 
equipment Aroughout the club. The manager mu^ undfntand tfie technical operations 
of *© club so *at ill ph^s of club operation will bt managid properly, Espidjally 
Important is ^fegutrding and proper handling of financial profit from the club 
optrationi* 

b. HUMAN. The human side of a manager's abiliw r§1m to his 
relationship with personnel and proper Job utilization. Hi mutt regard each empfoyee as 
an ind'ividuil. 

c. CONCEPTUAL, The conceptual capaciW of *e manager has to do 
witti his originality and tfii formation of ideas to ^pport the overall miision of the 
orpnizition. He mutt cipitalize on ideas by conceiving programs that will ^tisfy the 
ajstomerE» 
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11. MANAGiMENT FUNCTIONS. Utiliiing the tichni^L human, and 
Mnciptual skills, the manaqtr pirforms hli roli by accQmpli^ing tha functions of ths 
minag.^i Thtre are six functions. 

a. ESTABLISHINQ OBJiCTIViS. The manager mu^ be able to define 
the purpose for whiah his or^infeatlon exists and be able to state and Identify objeotiv^ 
whi^ mipport the ma|or miplon. For example, the manager knows that the major mission 
of the club is to proyldi lervicemin with recreation and dining and to provide top ^rvice 
at a minimum cost. One wy to achieve this minion is to operate a stag bar. The manager 
woyid think in terms of how wll it supports the total club, and would organize, finance, 
and ^ff it with that end In mind. 

b. MOTIVATING SUIORDINATES, The most succeisful manager is 
one who ^n get his pw-fonnel to work with him. This Is ^lled motivation. Motivation 
(s coneernid with itimulating and influencing human behavior, There aretwofundamentel 
typ^ of stimuli, positive and neptive. Positive motivation is a proce^ of attempting to 
influenci others to do one's will through the possibility of gain or reward. Negitlve 
motivation has the same purpo^, but its basic techniques use the force of fear. In the 
first type of motivation, there Is the possibility of gain-more money, more recognition, 
or more power* In the second ty^, if the subordlnatt does not do what is asked, he 
will tose-lose recognition, money, or a job. The fundamental te^ of the effectiveness 
of motivation is tha kind of opefating results that art obtained. It is generally vue that 
positive motivation creates grater worker satisfaction than does negative; with it thart 
should be higher moral©, fewer wmplaints, and, in general, less trouble. Negative appeals 
are much ^sier to usa, but they result in higher production and lower morale in the 
short mn and tower production and lower moralt In the long run. The positive approach 
generally remilts in lower production and higher morale in the short run, and higher 
production and higher morale in the long run. Negative motivation should be used only 
after attempts at positive mQti>^tion have failed. Some example of positive motivation 
are as follows: 

(1) PRAISE AND CREDIT FOR WORK DONE. The technique 
of praise is too often overlooked as a useful tool of motivation. Most people like to 
receive recognition for work well done. Silenco is not enough, particularly when good 
work is gr^ed by no comment and bad work alwys gets a reprimand. 

(2) KfEPING THE EMPLOYEE CURRENT ON PLANS AND 
OPERATIONS. Mo^ people vmnt to know what is behind events and actions that affect 
them and in which they have some Interest. This Is contrary to the belief of some managers 
who feel that tte employee Is interest^ only in the paycheck. Money is a very powerful 
and pwitlve motivational tool, but it has b^n found that information also is desired 
by most employees. In itaet. If Information is not given them, employes often manufacture 
go^lp and rumor to satisfy their desire for it. Rumor ^and go^ip frequently ^use more 
ctoma^ and lo^ than wuld po»bly reailt from distributing information in the fir^ 
place. 
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(3) A SINCERE INTEREST IN SUBORDINATES AS 
INDIVIDUALS. Mott pirwns hwi obsirvid that thiy git an immidlate risponst when 
thty tfiow an inttrast in tin fxpiriancis or faallnp of othira. Tht managar'i concirn 
for hit aibordlnitis Indlcatas that tiity havt bwomi somtthing mora than numbers or 
ficM In his life. The fcvorable risponse in attltudt oftsn brings about betttr job 
ptrformance. 

(4) PARTICIPATION. Participition Involvis ^sentially tht idea 
of permitting and stimulating griiter employie pirticfpation In decision malcInQ and policy 
formulation. Hovvever, the manigir must bt able to retein tiie atmospheri of managing 
qr leading while implemtnting his philosophy of participation. 

(B) DiUEQATION OF RESPONSIBILITY. When the supervisor 
has properly evaluated or gaged the caliber of his workers, he may delegate re^jonsibility 
effeetively. This practice is a sffong motivating factor. It makes the aibordlntte feel that 
tiie manager trusts him, and he then feels he must show results. 

(6) TRAINING. Adequate training is another motivating factor. 
It gives the employee confidenee and contributes to a well-run operation. Many managers 
neglect tt-aining with the result that employew perform poorly, customers are diMtisfiad, 
and the club begins to ^ow lea profit. 

(7) PiRSONNEL POLICY. Careful handling of perionnel Is 
esential, and sound personnel policies must be formulatad. Working conditions should 
provide all workers vw* light, clean, well-equipped, adequately ventilated working space 
as vwll as adequate lockers, a lavatory, and a pleawnt, well-kept lounge. imployeM who 
do misftctory work should be awjred of job Mcurlty. Some clubs also provide a free 
meal for their employees. The practice In some cluta to um leftovers for this meal has 
proved detfimental to morale. If a meal is furnished, the manager should see to It that 
it Is planned as any other meal. 

c. COMMUNICATING. Managing Is getting tilings done through others, 
and this means communicating with other people. A person must understtnd an order 
before he can comply witfi it. Communicating It tiie tfantferrlng of ideas, concepts, 
dirwtion, and specific Infarmation from the mana^r and supervisors to subordinates. Of 
all the opacities in which a manager woHa, that of attempting to convey ideas to 
employees mo« taxes his time, patience, and ablli^. In eommunicating, tilt manager must 
choose his vwrds Mrefully, and he rmirt look ahead and foresee the reartlons of the 
employee. If a plan require an IncreaMd worklMd or a m^mi completion date. It Is 
logical to aswme Aat anployws will present some rislttance to the aceomplishmerjt of 
tiie goal. By anticipating *e attitude of tfie fmployew, tiie manager might communlcatt 
in ■ nwtlvating manner, aeknbvvlediing tiie employfes' jncreased workload, expre^lr^ 
undtrstanding of their slttjatfon, and stfewing tiie importanca of *e goal to them and 
to ^e organization. Transftrring ideas to only part of tiie communication proce^. Listening 
is also importent Good listening Is not pasivei one has to work at it to do it properly. 
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(1) STiPS TO BE FOLLOWED IN THE COMMUNICATION 

PROCE^. 

(a) Analyu subjeet material. 

(b) Antleipate wnployM reaction. 

(e) Communleati clearly and eonci^ly In a way tfiat will 
motivate employeM to eooperata. 

(2) FORMAL CHANNEI^ OF COMMUNICATIONS. Formil 
channels of communleation are communieatloni from *• manager to his employees, 
fetdbaek of heceMfy Information from employees to wptrviior, end the ooordinttion 
of ^mmunicatlon bitween departnens and stetlons. These typw of eommunication might 
bMt be d^ribtd by the diractlon they take: down, up, and aerosi. 

(3) INFORMAL CHANNiLS OF COMMUNICATION. Informal 
or "ffipevlna" channels of communleation »citt bettwen employeas. The development 
and spreading of moralt-dwtroying rumors can be eliminated by supplying correct 
informition. 

t. d COOPiRATION. Cooperation Is the support a minagar reeeiVM from 
his employees. This function is deserlbed best as a inle on which individual interm and 
orflanizatlonal needs are wsptndad In balance. Instead of relying upon fomial authorl^, 
managers need to consult with others on plans, explain ^lons more fu.ly, motwitt 
subordinates to comply witii ordars, and emphasize a ' vw ^proaeh. 

t. INNOVATING. New Ideas In food planning and prepantion,. 
modifications and advances In the layout and dwign of cluta, d^angas In regiiatlons that 
flovem club operations-all of these Heton require management to ^ adaptable. The need 
for Innovations Is spurred by the ftct that tody's club manager may be faced with doing 
a bloflar job with fevwr resource and finding simpler, more economlM^ ways of 
icco^lishing his mission. imployMt are good sources of idaas. However, ^e manner 
is the Impopttnt link between higher management and the employeas. It is up to him 
to solteit the sugg^ions from the employees. His wlllingnew to rt^»ct the opinions and 
suggestions of parens who have firat-hand acquaintance with *e Job is a critical factor 
in suece^lly utilizing wgg^ad Innovations, 

f. DECISION MAKING. Decision making Is the most signlfirant 
management function. This doM not Imply that decisions arc made only by the^pervlMr. 
There art many decisions made on lower echelons vvhich are Immadiate in termulatlon 
and *ort-range in effort. Decisions relative to polley and major planning properly fall 
to die manager. All decisions riieuld represent a selection of a ooum of action _ from 
amoofl. a number of courts of action. Vital information pfrtlnent to the problem should 
bo gained from personnel vwrking on *e practical lavel m vwII n individual opinion. 
The following conslAfratlons applied In sequance Itad to tha logical, orderly formation 
of decision. 
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n) COLLECT ALL PERTINiNT PHYSICAL DATA. Recognize 
and define the problim. Picts eannot be collected indlscrlminitily. There must be some 
dirMtlon or the Job will newer bt finished. Factfinding can Involve numirous ttchniquw 
and approaches, from dettiled rtidy of records to casual obwrvatlon of procisses. 

(2) DETiRMINE POSSIBLi SOLUTIONS. The determination 
of pmibit solutions to a problim requires some knowledge of i^ naftjre and of tha 
eircOmstaneei ajrroundinfl itt development. It Is it this point that ideas and hypothesw 
ire nstdid. There should bt a definite attempt to relatt the wrious ilttrnativw to each 
othtr. It will often bt found that two or more propMid answers have a common source, 
which *ould be purajed for a more basic handling of tfie problim. 

13) DfTiRMINi THi SOLUTION. At somi point In the proceis 
of problem solving, the manager must make up his mind. It may to that one of the 
tentttive solutions survivet thi ftctfinding and analysis stege, or the solution may involvt 
a syntfiesis of selectid parts of several hypothiMS. 

(4) ARRANGE FOR THE EXECUTION OF THE SOLUTION. 
As a final stage of planning, thi manager must determini certain supplimentary plans 
to arrange for *e actual instollatlon of the final decision. 
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PROGRAMiD REVIEW B 



Tht ixtrolMi below will provldi you wl* a rtviaw of the kay points In section 

II. 

Rcid iteh frame md fill In *e blanl« with the correct wordd) while covering 
tiie frame tolow It-lf you"havB froubleriwudy 

reference follovw eieh werelie). When you heve written your iniwer, uncover the nesrt 
frame In Mquence where tiie corrMt wlutlon is given and additional raviiw material is 
presented. 

If you hwt made a wronf answer, erase it and enter tfie corrwt solution. Then, 
go back and resttidy tfie appropriate text portion once more. 

B1 The proc^ of orpnbing and employing resources to aewmpll* objwtlves is called 

. (9) 



management 

B2 A loflical method of moving from one state of affairs to another is 

- . (9a) 



planning 

B3 Puttina work Into saparate tasks and prwldlng for thilr aceompllshment Is 
y , (8b) 



orgintf.ing 

B4. Guiding alub in m^ution of plan is-, 
(Si) 



dirtgtlng 

BS. Tying to^tfitr ail th@ iltminti of tfit minion Is 
(fid) 



oMrdihiting 
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B6. Regulating ictlvitlts in kftping with tha original plin ii 



cQntrolling 



B7/ To bring ibout succs^ul completion of i minion, *§ managir ui^ 

and 

— ' ' - - 

manigimint skilli. (1to,b,c) 



teGhnlQal, human, conc^tual 



B8 The managir who gi^ his penonntl to work with him Is usmg 

, (lib) 



motivation 



B9 In order to transfer hii idm to hit employeti, the manager mutt be able to 
, (lie) 



communioate 



BIO. When a manager Mnailts with othiri on plans, explains his actions, and u^s i 

"we" approach, he most likely will reeeh^e fr^n^ 

employaes. (lid) 



cooperation 



B11. Managers must be willing to adapt new ideas In food planning, layout and desfgn 
of clubs and club regulations and mutt be prtpared to make any needed 

^ (lie) 



innovations 



SI 2. The moft important managemint function is 

. (11f) 



dacision making 



DO YOU UNDIRSTAND iVERYTHINQ IN THIS PROQRAMiD 
RiVliW? HAVi YOU CHICKID YOUR RESPONSiS, MADE 
CORRECTIONS, AND RfSTUDIlD THE TiXT, IP NECiSSARY? 
IF YOU HAVE, GO ON TO THE NEXT STUDY UNIT OP THIS 
SUBCOURSE. 
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SELF-GBADING 
LESSON mRCISES 
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The logical mithod of moving from ont s^te of iffiin to anothir !§ known as 

i, diriotingi 

b. planning, 

e, coordinating, 

d. con'b'olling. 

The primiple of putting work into separate tasks and prwiding for their 
acoompliihment in thi club is known as 

a. planning. 

b. coordinating. 

c. directing. 

d. orgainiing. 

Assigning responsibilltlei so that someone Is ri^onsibli for any particular phaii 
of the club operations is a logical step in 

a. directing. 

b. organizing. 

c. planning 

d. controlling. 

The principle of guiding the club In the execution of its plans li known as 

i« plinning. 

b. dir^ting. 

0. coordinating, 

d. orpniiing. 



M%iuiTAMy Sj^MQi^^C^ MaTMMJA^, 
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The prlndpli of inajrlng that the funGtions of *i different iactioni of tht club 
do not confllet or ovsrlip Is known as 



b. CQordinitlng. 

c. direeting. 

d. controlling* 

When tha manigar uiii sound manigemant prlngiplii in aitablishing objactives for 
the oparation of hli olub, which of tha following bayt das^rlbas his actions? 

a, Chirting a particular coursa of action^ 

b. Identifying goals that ha v\^n^ his club operations to attiin, 

e. Insuring that his different course of actions do not conflict, 
d. Inuring that his operations will be profltablai 

A manager v^nts to uia p^itive motivation when daaling with his tmployaes. Which 
of the following bait describes his actions? 

a. Offers employm periodic pay raisas. 

b. Reprimands amployees in the pra^nce of othert. 

c. Aligns additional duties without extra compensation. 

d. Diiregards amployees' praferancei in the assignment of taski, 

A manager would best achlavt cooperation from employees by using whiaH ef the 
following management practices? 

a. Making daciiions witr^uut employee consideradon. 

b. Getting tfie Job completed reprdle^ employee feelings, 
imphaiizing tiie "we" apprMch in operating a club. 

d. T^mltting mployees to work without explaining the plans. 



a. 



orginizing. 
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u s. ARMY aUARfERMASTEIl SCHOOL 
FORT LEE, Vl^aiNlA 130O1 

Chick your work against the solutions given below. If you havt made a 
wrong response or omitted a required response, correct your work. Then, go 
back and rtstudy the appropriate text portion once more (references follow 
each solution)* 



fa 


Sol 


Rtf 




16. 


b 


para 


9a 
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para 


9b (4) 
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para 


9c 


20. 
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para 


9d 
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lia 
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para 
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All referincas are to tht Lesson Text. 



HAVE YOU CHECKED YOUR ANSWERS, 
MADE CORRECTIONS. AND RESTUDIID 
THE TEXT. IF NECESSARY? IF YOU 
HAVE, GO ON TO THE NEXT LESSON 
OF THIS SUiCOURSI. 
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LESSON 2 



Crsdit Hours: 2 



LESSON ASSIGNMENT 



SUBJECT Club Equfpm§ntand Layout. 

STUDY ASSIGNMENT . * * LiiSonTfKt 

SCOPE ^ PrMurem©nt of dub tquipmint Xq 

includi: funds and sypply prDCiduras 
used and ^Itctian and distribution of 
various typ^ of iqulpm§nt; layout and 
diSign princlplii for club kltchtn and 
dining artai* 

OBJECTlViS 

1. Qiven a situation rtquirlng tht procuriment of 
specific itims of olub ajppMes and iquipment, the 
student will b€ abit to 

a. ixplain the proctdurt to be followed. 

b. State tht supply ahannels to be followed. 

c. State limitations placed on obtaining tht Items. 

2* Given a club Icitehen layout, the student will bt able 
to point out its advintagts and disadvantiges and 
Justify his judgtmtnti by Idtntltying appropriatt 
principles of layout and design. 



3. Given tht capaoity of a club kitehtn, the student 
wilt be abit to compute tht ^act rtquirtd for 
d^ignattd fetding artas. 

4, Given a list of tquipmtnt and furniturt items that 
art tMt^ to rtquirtments, the rtudtnt will explain 
tht procedure for disposing of ^ch Item. 
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LEMON TiXT 



1, INTRODUCTION, A w8ll"Orpnized and capably operi^^ an asset tea 
posti Gamp, or station. One of the aontributing fagtori assuring an adequate club facility 
is the cariful ^Itctlon of suitablt equipment and its ifflcient arrangsment and proper 
maintenanQe. Tht club manapr is responsible for initiating action to obtain tquipment and 
for its raplacinnent, addition, and alttration. The manager should be familiar with the 
channels through which equipment may be obtained, the kinds of equipment available, and the 
purpose and function of iach item. Furnishings should be selected for comfort, utility, and 
beauty. WelUsalected furnishingi and tastefully decorated roomi are as isiential to a sueceisful 
food operation as the food itself. The enjoyment of any simple meal may be greatly enhanced 
by a pleasant atmoiphere. 

2, FUNDS FOR iGUIPMiNT AND FURNISHINGS. Nonappropriated and 
appropriated funds may be used to provide equipment and furnishings for the club, 
eithtr officers' or enlisted, 

1. INITIAL ISSUE, The initial provision of iiquipmtnt and furnishings needed to 
support a club facility is usually provided from nQnappropriated funds. 
Nonappropriattd funds iujment appropriatid funds and are us^ to provide morale^building 
proyimi for milittry and civilian personnel and their dependents. These funds are 
accumulattd from contributions and profits from revenue-producing activities, and are used to 
supplement programs using th^ faciliti^. The three general categories of nQnappropriated 
fundi authorized for use of club operations art: revenue-producing funds, derived from 
post exchanges, theatirs, re^auran^, book stores, and other operations; welfare funds of 
various kinds, ettablishid and rmintained by income derived primarily from dividends of 
rtvenue-produclng activities and other authorized source; and sundry or association funds, 
such as central post and club funds, supplemental field ration dining facility funds, and 
others Administrators of such fun* may grant money to a club under certain conditions 
of repayment, or thty may make a loan to ttie club management at a low rate of interest. 
It is also po^ible for the club to a^s its potential membership for the Initial capitti to 
start a club* Primarily, clubs are nQnappropriated fund activities and must be self-support 

b. USE OF APPROPRlATiD FUNDS, Appropriate funds also may be used to 
provldt an initlil prevision of ^ulpme nt and fumishlnp iurplus to the Army and needed to 
support a club faeility, Thw art fun^ appropriated by Congr^ to fmance military 
missions for morali, wtlfaro, ind reewtional purpose. Such funds are made available on a 
loan basis only for equipment and fumishinp which are ex^ss to post requirement. Expenses 
involved In movinj equipment to the club must be borne by the club. However, the property 
is TOlntiinid from wfepftatid funds m long as title to it rMts with the Government, This 
do^ not rtlltve the club from the wponsibility of protectini the property from lo^, damage, 
or d^uctlon. NCO cly bs may be fumished initial club equipment through militery 
^pply chinntli, which involve use of approprtaited funds. A club can, if it is 
recognized ^ an emntial dining facility, rtcelve appropriated funds for building requirement, 
utillti^, maintenance, and imje of club and dining equipment for food. However, the 
equipment must be ajrplus to ttie needs of clubs In order to qualify for appropriated funds. 
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3, PROCUREMENT. There ire severil ways by which equipment and furniihings for 
the glub ire proaurad. 

a. USi OF AVAILABLE EQUIPMENT, Availible tquipmint which ii not in use 
or immediately rtquired for Qptritional ntads within the command may be used. Government 
and non-Government equipment may be loaned by the r^ponilble element on a temporary 
(retum-on-demand) basis to an non-appropriatid fund activity, such as the club, 

b. DONATIONS OR GIFTS. Unconditional contributions and donations of 
proparty, money, or sa^ioes voluntarily offered by individuals, busine^ firms, civilian 
organiza^ons, or any association outiide the military may be accept^ for inclusion under 
nonappropriate funds when determination is made that acceptance is in the best interest of 
the military. The following conditions must be met for donations or gifts: 

(1) Contributions must not result from solicitation on the part of military or 
civilian personneL 

(2) No arrangements will be made which entail the granting of special 
concefsions or privileges to any donor or eontrlbutof. 

(3) No public acknowledgment v/ill be made of the donor or a receipt given to 
the donor for the donition or contribution. 

(4) Property may not be accepted unless the donor relinquishes ownership 

rights. 

{ij Accaptance of such contributions as donations for the nonappropriated 
fund will be subject to prior approval as follows: 

(a) By the instalSation commander, when the value does not exceed 

$1,000. 

(b) By the major commander, when the value exceeds $1,000, but does 

not exmd $10,000. 

(c) By the Department of the Army, Air Force, or major commanders 
outside the continental United States when the value Is in exce^ of $10,000. 

c. COLLATIRAL iQUIPMiNT, Collateral equipment Is equipment built Into 
the facility and permanently instalW. Collatefal equipment is generally provided for in the 
initial planning and construction of the club. When ntc^fy to replace collateral 
equiprwnt. It can be purchased under conwet on the open market using nonappropriated 
funds or obtained from clubs being closrt within the wmmand. 

d. iQUIPMENT ON LOAN. Government equipment carried in property books of 
the installation may be loaned to clubs as long as items are not required for return to 
th# supply syttem* is long as identical iterro for which substitution Muld be made are not 
being purchased or requliltioned by the installation orpniiation for its programed 
requirerwn^; and as long as the loan is in the best interest of the Government. 
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t. fQUIPMENT FROM PROPiRTY DISPOSAL, iqulpment suitable for use In 
the club may be obtained from the poit proptrtv dispoiai facility, such ai tables or 
mimllaneous utensils, 

f. PORTABLE IQUIPMENT. Portable iquipmtnt isequlpmtnt which Is movabit 
or temporirily attaehM by portibli devices, such as cooking utensils, fans, tables, chairs, and 
so forth. The initial replacement requirements for portable equipment will ordinarily be 
purchased from the open market, using nonappropriated funds. Other sources may be 
donations, gifts, loans, or alvage. Portable ■quipment is preferred to collateni equipmtnt in 
planning a club, since portable equipment enabl« the kitchen arm to be utilliid 
effectively. 

4. CONSTRUCTION AND RENOVATION OF CLUB FACILITIES. Before 
plans can be made for either new construction or rinovition of a club facility, 
information regarding the nature and location of existing faeilitits must be acquire and 
evaluated. The followinfl pointi should be considered: 

a. BUILDING. The type of construction, whether permanent, temporary, single- 
or multiple-story, should be consideral. The shape and area of the building are the major 
considerations when determining the location of the kitchen and dining room and determining 
whether more than one dining area wn be designed, 

b, UTILITIES. Normally, the club is a large consumer of utilities service. 
The availability of utilities, their type, and limitations current on the post should be 
coordinated with the post engineer In the initial planning stages, since the availability, type, 
and limitations of utilltiM will dictate the type and size of equipment v^fhich must be pfanned 
to acconelish the program. All equipment to be installed should be anilyied as a total package 
agalnft the utilities provided. If steam is available, the pounds of pre»ure should be 
determined. If gas wvice Is awilable, the kind should be noted, whether manufactured, 
natural or bottled. The adequacy of electrical service should be determined in terms of 
voltage phMe. and cycle. The type of vwter should be determined, whether hard or soft, in 
order to evaluate its effecB on equipment and the ability of equipment to maintain required 
temperaturw. The adequacy of sevwge facilities and drains and typ« of traps and other 
disponi equipment needed should be determined. 

c TYPi OF FACI LITY. For planning pyrposM, the type of facility- whether it is 
to be an offlt^r's club or club for NCO's-makM little difference. Both types of facilitiw have 
almon the same requirement. Howtver, offiwr's clubs may require additional dming space for 
formal functions. Where a ^ial situation is planned for a new facility, aich as, for instance, a 
pizia hut, the r^ulrement should be evaluated during the dwign phase, 

d TYPES OF SlRVICi. The tipm of sewice, whether table servi^, cafeteria 
service, or 'counter serviw must be known and evaluat«i. When teble service is planned, 
additional equlpmwrt will be nec^ry, such as refrlgtratow, deep fryers, and steam ub\m. A 
wide wiety of menu for table sirviw makes nece^ry additional equipment m the kitchen 
and theffffore more mm. If Mfeteria strviw is planned, a more limits menu than table 
stfviM wn be offered. Provision should be made for di^lay of more prtpared items, wch as 
sandwiches. Also equipment for *ort orders will be nee^ry. including a fryer and grill. 
Counter semes is genMlly limited to short order prepirttlon, with no items on di^iay. 
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t MENU. Information is needed on the rrwnu, Including types of items to be 
strved and whether the menu Is to be a la carte, tible d'hote, or selective (menu for ipecial 
qroupi) If many items are included on the menu, mort iquipment in the kitchin will be 
ntcessary If the meny plann^ has many meat dishes, more oven and range equipment will be 
ntceisary Tiblt d'hote service may require more storage space for a wide variety of foods, 
rather than a smaller variety of foods offered by a la carta service. A selective menu may 
require additional space for priparatlon and for dining large groups. 

f. Ml AL LOADS. The maximum single mtal loads can be determined from the 
length of serving periods, siatlng capacity, and serving capacity. 

g. SOUR CIS OF SUPPLY. Is the club near sources of supply and are frequent 
deliveries possible? Answers to these questions affect the menu and the types of storage 
equipment required. 

h. NEW METHODS OF FOOD PROCISSING, If food ii purchaied in a partly 
prepared state, such as proportioned meats, dehydrated, frozen, or cooked and frozen, certain 
iten« of equipment usually required for food preparition are eliminated. Other items of 
equipnfient may require modification. 

I. Pi RMANf NCi OF CLUB. The permanency of the club determines the type 
of equipment. This is particularly Important in connection with fabricated or temporary 
equipment, such as sinks, tables, and built-in refrigeration, which are selected for limited use. 
For a temporary club, fabricated items should be of temporary construction and installation. 
Standard equipment is planned for use in a permanent Installation and should be of durable 
construction. Fabricated or temporary equipment perform the same function as standard 
equipment in any type of club. 

]. OTHER FACTORS. Other factors to be considered In the planning and layout 
of a club include local climatic conditions; types of heat, ventilation, and air 
conditioning; types of entrances and exits; possibility of future expansion; available funds and 
equipment; and possible use of substitute equipment and ixpedients. 

5 SELECTION OF EQUIPMENT. The size and capacity of each type of equipment 
should be determine on the bisis of the total number of parsons to be served and^the capacity 
of the dining room. In cafeteria-type clubs the menu pattern must relate to the dispensing 
facilties. In other words, the type of food served, whether hot or cold, depends on the 
equipment available. 

0 Rf FRIGERATORS. Refrigerators of the reach-In and vwlk-in types are available. 
For more efficient operation, one large refrigerator should be selected Instead of severaj 
smaller units The larger unit requires \m maintenance, usw less power, takes less space, and 
provides more efficient handlmg of foods. In selecting a refrigerator, the amount of power 
available for its operation should be weighed against other uses of the power available. Al^, 
the tvoes and varteties of food should be considered, and the frequency of resypply of th^ 
foods Tvpw of refrigeration and aisle requirements are oytlined below. Refrigerators may be 
purchased from the Army supply system, purchased from local sources, or may be issu^ 
through Army supply chinnels. 
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i, FROZEN FOOD CABINETS, ReichHri frozen food cabintts with 25- or 
4i<ubic-fQ0t aapacity ire provldwl in military iupply channels. 

b. PREFASRICATID REFRIGIRATORS. Various prifibriwttd walk^n type 
refrigiritors with reefir tqulpTOnt art provide in military supply channeli. These 
fifrigerators ars shlpptd in ^tions for erection at tha siti, 

c. RiACH-iN RiFRIGERATORS, A commercial reachHn mechinical refrigerator 
with itoragd opacity of 65 cubic feat is available in military supply channels. 

d. AISLES. Allowance for an outside aisle for entering the refrigerator muit be 
Included, The deilrible aisle width for a Miknn refrigerator is from 4 to 6 feet, 

7, KITCHEN EQUIPMiNT, Sinks and food preparation tables are important items of 
kitchen equipment, 

i, SINKS, 

(1) Sel^lon of sinks depends on the volume of dinnerware to be yy^ihed, the 
type of dinnerware to be u^, and the layout of the kitchen and its relation to the dining 
room. Generally, sinks need to be convenient to the dining room area but fir enough away or 
shielded in some vvay to lemn noise, Selection of sinks also dipends on what type of 
mechani^l iquipment for vi^shing diihes, if any, is planned. The installation of a preflush 
machine, gla^ washer, and dishwasher will eliminate the need for lirg@ sinks. Normallyt a 
club has one v^sh sink and two rinse sinks, 

(2) The durability, ease of maintenance, and sanitation of sinks should be 
considerrt as wll as the co«. One sink may be used for itveral purposes when space is limited. 
Sinks for food and v^^ble preparation should have two or three compartments and two 
drainboards. Sinks should be one-piece, welded, and seaml^s. If sinks are placed along walls 
they should be hung en wall bracket if the construction of the building permits. Only front 
legs are then required, and cleining under the sink is made easier. It is ^metimes convenient to 
plaee sinks adjoining tables rather thin along walls. The pot sink is frequently an eyesore, and 
bemuse of its unpl^^nt features, the Job of pot wsher in an open m^ is a difficult one to 
fllL Much of the unpleasantne^ of this job can be eliminated by proper instruction of the 
sink. The most d^i^ble sink eontaini three large rompartments, a small scmping 
compartment, and several drainboards. The 1\m large cempartment is for soaking, the second 
for washing, and the third for rinsing* A cook's sink in the single comp^^ment should be 
locsted in the moking ar^ in front of the t^nge line. 

b. TABLES. Food preparation tabl^ obtained through Army supply channels are 
in two sizes and have steel frames, coirosien-rwitant tops, and fulMength shelves. Wood top 
tables are available but are \m desirable than the corrosion^r^istant tabl^ because of 
difficulty in keeping the top from beoaming damaged with cracks and holes through use and 
therefore difficult to cl^n. Many varitti^ and si^es of food preparation tables are available. 
The Ymt%r supply should be in a handy looation when locating food preparation tabl^. 
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8 LAYOUT PRlNCIPl.iS. Csrtiih fundimtnttl principlH art Invelvid In planning tht 
lavoutof a foed lan/let tstabliihment, iuch as a club, rtgardltw of liit or typa. Thtst 
BrinelBlBi are affiettd by thi liiis and typei of clubs. Ptrional priffrtnct, •xparlfnet 
or background, and ■vallibillty Of funds usuilly inf lutnee the initial liie. Divlationi will occur 

with thi kind of lan/ica, the phyilcal latup, and typw •qH'P'^*"*\^'^"?J!lH ^filVb^^ 
situation, ixpart adviet from an architaetural anginaar or design wnsulunt shou d jJ^V' b> 
ebtainad to insuri that layout prineiples are proptrly applied. The type of menu will iff-pt the_ 
layout. No detail is too small to be given consideration. The iwing of a door or tha position ot 
a light switch may ba very important to in efficient operation. Some of the layout principles 
follow; 

a CONTINUITY. Kitehan plans sheuld afford continuity in rectlving, noragt, 
food preparation, cooking, sarvlng, and dishvwshing. Raw matirlali ihould always move freely 
toward preparation areas with a minimum of backtracking, 

b SIZE OP ARIAS, Areas for receiving, stortgt including refrigeration, 
preparation! cooking, serving, end dishwaihinfl should be of idequate size to take care of the 
operations in each irM effaetivaly. 

c ACCiSSIll LITY. All areis of the dining facility should ba easily accessible for 
operationi,'wida aisles, doon, and an adaquate number of entrances and exits aid In maklna 
areas aceasslbie. 

d ORDERLINiSS. AH areas should be planned for orderly irranBament of 
fquipment,"preeessina of food ite™, and disposal of Items, The naceiiity for uninterrupted 
flow of food from storage to dining area should be kept in mind. 

e. SANITATION AND SAPiTY. Basic principles of wnltatlon and safety should 
ba followed In designing the kitchen. 

f SiOUINCl OF STATIONS, Serving stations should be arranged to allow ease 
and efficiency In sarvlng. Cron-traff ie or unnecessary detours slow the Mrvlee of food. Kitchen 
^tlons should be arranged for waiter service so that cold foods are obtained fiijt and hot 
foods last. In this way hot foods do not cool noticeably before tha food has reeched the table. 
In rafeteria'Styla sarviM, consideration should be given to the arrangement of tha steam table 
to Insure that ail items ere displayed In logical order, Uoeatlon of water, beverage, end dlspowl 
stations should ba <arefully considered. Their location depends on the number of serving lines, 
and the number of stations requlrKi. 

g NQISi RiOUCTION. The layout and design of the kitchen will Influence the 
noise reeching tha dining area. Nolsa In the kitehen and diningjroom Inereesea^nervous tension 
and Muses frirtlon, confusion, and misundefstood orders. The place for discarding soiled 
dishas should be caraftilly coniiderad lo that noise can be held to e minimum. Noise can be 
reduMd by use of speeiel typ« of wall and celling board, paptltlons to muffle sound, and tha 
use of rubbar-tir«j oiatars on utility carts. 

h UGHTINQ. Adequate lighting must be furnlshtd if foods are to be properly 
nrepared end served and equipmint *oroughiy cleinid. Tha use of aolored ightt 
nS be con^derad Tots conducted on foods Indicate that the only light reflBcting food 

the IncandiKient. Reds creata a feeling of high ixcitament 
Qr«n nStiln^ food with a most unappetizing hue. Excessively bright lightt tend to create 
tensane^ and har^ glare, 
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i, AISLiS. Aisles should be wldi tnough in the kitchen and dining room to 
ptrmit workirs to pa^ fritly without colliding with each othir, the fixturts, or equipment. If 
sarvics eirts art used, space for thaia Items should be al lowed. 

j, AREA UAYOUT, An ixample of a layout for a kitchsn area is 
shown in figuri 1, Howevir, spac8 allotment for the kitchtn must alvi^yi be worked out as an 
indlviduil problem lubjiet to compromiies, 

9. SPACE REQUIREMENTS* Some general rules for d^ermining space requirad for 
the kitchen and dining room are given below. 

a, KITCHiN. The kitchen space, including prepirition and itorage ipact, usually 
requires about two-fifths of the overall space for kitchen and dining room. The peak meal load 
(period of maximum number of mMis) and other related factors are used to d^ermine space 
requirements* Square feet requirements are less for times other than peak meal periods. The 
most adaptable shape of a kitchen for v^^iter-st^ed meals or cafeteria service is a rectangle. 

b. DINING ROOM, The dining room space requires three-fifths of the overall 
spaGe of the kitchen and dining room* Dining room spice is based on the number of square 
feet per seat, estimated to be 20 square imt per seat* This figure Includes the overall space in 
the dining room, including cloak room, reception arMS, aisl^, seating, and other areas, not Just 
the area of the table and seats. 

c, EXAMPI.E. A dining facility for 90 gueste with full occupancy has an overall 
area of 1,800 square feet. If the two^ifths rule described above is used, the kitchen area would 
be 

1800 X A * 720 square feet; for the dining area, it would be 
5 

1800 X 4- ^ 1080 squire feet* 

d. NEW CONSTRUCTION, In determining spaM for new constfuetion, all factors 
previously mentioned muft be given ^r^l Mnsidiration, 

(1) Suppoit a dining fioility for 100 gu^ is planned. If the ZO^uare foot 
formula (b above) is used, approKimtely 2,000 square feet is required for a dining facility. 
Application of tht 3/8 rule te above) would mean that %2M square feet is r^uired for the 
dining room. If ftimily stylt wviw Is plann^, the numbtr of penons to be fed at one time 
governs the provision of \f m1mr\% style terviM ii planned, the ti^ffio flew might be 
limited tt a rate of fivt dinifs minute and 20 minute for itat o^upancy, probably 
requiring i minimum of 100 sew* Howwr, more mtt should be provi^d for overflow 
shuttions. For the rantinuous feedif^ opefition of 100 ^imn, approximately 126 could 
be providiri. Tabl^ should be 36 inch^ square. For publie ciimlition, the aisle width should 
be 36 imh^ or more to a S^foM maximum in large operitioni. For smvln use only, 24 Inch^ 
bttwwn ^air backs will sufflM* The miin entrance to the dining room should be from 4 to 7 
f Mt wide« 
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(2) Per tha kitchsn, ■ stirting point eon bt mida by using the 
3/B fult (e ibsvt). AppHid to i dining faelllty of 2,000 squirt fitt, 
■pproxirataly SOO iquari fMt might bi illoeattd to tha kitehan, At this point a drawing to 
leala of tha ounlda walli of tha kitehan and dining room ihould be mide ind tha kitehan 
divldad into nwjor araai <flg. 1). iquipmtnt for lOMInar Mpaclty wrvice should ba laltetad. 
Howtvaf, tha maximum mail load, plant for axpanilon, If any, and cort of aquipment ihould 
ba ttkan Into conildantlen whan avaluatlnf aquipment. Tha maximum maal load may raquira 
men aqyipmant than originally plannad. If •xpamion Is plannad, ways to faeilittta this 
axpanilon ihould ba takan Into (^nsldarttlon. Iqulpmant ihould ba no mora eottly than ii 
raqyirad for tha oparition, 

(3) Tamplatai to mla should bt cut of the Silectad aquipmint and the 
tampiatH arranfid In tha najor araai of tha kitehan on the drawing. Aftar arranging the 
aqulpmant proparly, ehangw In the plan can be made and a complata plan made by an 
anginatr draftsman, 

10. iQUIPMINT ARHANQlMfNT, iquipmant irrangament ihould follow good 
layout prineiplai, and Itama of aqulpmant should be grouped Into legieal working units. 
Suppliaa and workafs ihould ba routed so that thay mova toward tha sarviea area without 
erosaing llnaa of trifflc, 

a. RICilVINQ ARIA. Tha raeaiving area is usrt for counting^ chicking, 
walghing, and srtting ailda food Itarm for storage. The raeaiving area rangai from a imall area 
eomblnad with the itenga area to a raeaiving platform high enough for easy unloading of 
trycks. aarbaga and wih faeliltiai and aqulpmant for cleaning prbaga ean% ihould ba octtad 
nMr thi raealvlna arai. Tha reviving area should be easily aceassible for loading and unloading 
trudsi. A raeaiving platfefm should ba about 4 faat high and not lau than 10 feet long. A 
sttndup deik, leilia, and imall table are uiaful flxturM and equipment for tha raeaiving area. 

b. STQRAai ABIA. Steraaa ipica ihould be located near the reeelving area. 
Stewooma for vagtablii and dry ttornsa ihould adjoin the receiving platform, where 
poMibie, to raduci hindling of wppllei. Spaea In rafrlgeriton and Roraroomi should ba large 
•nough to permit erdarly imngamant of ittm and praMnt ovarcfowding. 

(1) Shaivas should ba adjustable and wide enough to aeeommodKa ^ni, 
bottles, packages, or mm. For Mnnad foods, the elaannea or hal^t of wch shelf should be 
14 to 2S Inchea to permit the ttaeking of tm No. 10 cans or three No. 2 1/2 cans one on top 
of the other. 

{2) Front tt bads, tha viHdth of tha upper shelvw should be 18 InehH In order 
to i^mmodata thra* doubla height No, 10 cans or three No. 2 1/2 cans. fhalvM may be 
anlargad to 24 Inchea at and below courrter height, or 30 to 3i Inchea from the floor. 

(3) Whan shelf unitt are oppMlta Mch other, minimum aisle tpa^ ii 2 faat, 
with 2 1/2 to 3 feet prefarrad. 

(4) AllovnnM must ba made for ipaea to aecommodat a platforms for itorega 
of 09Odi In mm lots. 

{g) A fterereem space allewan^ of approximately 0.3 square foot a person 
seived will normally HjfflM. 
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c. PRiPARATION ARIAS. The prepantton of v^ttiblw, Hiadi, and mtits li 
ths next stip in tha salines of handling food. 

(1) The vegetable preparation area should be loeated next to the ftorage area 
and should include i double link with dnlnboirdi, food preparation table, end vegetable 
peeling machine, Tha floor should be raeetted and hive a drain. 

12) The salad preparation area Is usuelly separate In large facilities and located 
next to the itorage area. In imellar facliltiei, the unit may be an integral part of the kitchen or 
combined with the vegetable pra^ration area. The minimum ■qulpment for this srea should 
include a food preparation table, e double link with dralnboard, and a vefletable euttinfl and 
slicing fnachlne. 

(3) The meat preparation area ihould be located near the cooking aru. The 
minimum equipment should include a feed preparation table, meat/fish melding machina, and 
mstt slicing machina. Other items might ineludi a food chopping beard and meat, fiih, and 
bone «itter (eieetric meat mw). 

d. COOKING ARIA. Tht cooking area should be located as clwe ai pottibia to 
the lerving area, figure 2. Equlpmant ihould b« placed according to use tn relation to the other 
equipment and araai. 

(1) The rangei, ovens, and deep Ht fry«t ihould be located close to the 
serving area and mounted on a railed hearth to protect the bottomi of the unlti from wt^ 
water. Adequate ipace ihould be provldid for food preparation tabiM and allies. A luggtrttd 
allovwnM of ipaM betwwn tabiM and equipment is 4 fett S InehM. 

(2) Steam kenlaa and ceokan should be loMtad reletively close to the 
vegetable prepe«tien erea. The floor under the equipment should be reeeaied and provided 
with easily aecflaible drains, and the drains ihould have sanittry ^vars, 

(3) The food mixing meehlne ihoyld be mounted In an area convenient to 
beke oveni and Ktam cooken and kettlei, There ihould be ample working space around the 
mixing machine for use of ■ttachmentt and leceMorlei. Th«e may bi mounted on a 
conveniently iecated beard. 

(4) Utensii racks should bt located closi to the pot washing area. 

(5) Diiivery ind storage pistry cibintte irt necesttry to protect and 
maintain frish pastry. Cabinats with enough shelving to meet requiremena should be provided 
for the kitchen. Pastry cabinttt come in a variety of siiM. The sizt is determined by the 
delivery schedule, variety of pastries, and salts level. 

(6) An exhaust hood with removable grtase filters should be Installed over 
the ringes fryers, ovens, iteam kfttles, steam cookers, and other cooking equipmint The 
hood- mInimizM the ^ngef of qmrn fires, preve ntt coatingi of greise on kitchen walls, and 
removes sinoke and odors. 
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Figure 2. S«l§ dnwlng ef a kitchen arm, including cooklnf trea. 
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(8) li«iUM of tht nscMity of daily eltining, thi kitchtn floor should bi 
made of eonerata or tlla and proptrly pitchid to tha floor dralni. To help keep the floor dry, 
drain! ihould be lonted under and at the front edge of link drainboardi, and at steam 
aquipmtrit, diihwaihars, or whartver there is a mttr drainage problem, 

e, ilRVING ARIA. Pert of the kitehen beeomes the serving area for table 
service. The area ihould be iogatad lo as to ellminete eron-traffie of Ineoming end outgoing 
waitari. The sarving sounter of a oafateria line should be spaced to provide a 3- to 4.foot aisle 
betvMah the backup aqutpment (griddiM, fryars, hot plates) end the counter, A reeeh-in type 
refrigerator and chest for crushed ice should be located with tha backup equipment near the 
cold pans or cold food counter to provide easy repienlshmant of seleds and cold dlshw. A 
staam table should be provided es a part of the serving counter. A steem table hes a protective 
grill ?e prtvant the eenttminetieri of food. Several designs for (afeteria sarviee ere shown in 
figure 3. In design A. the two preparatlen and serving units ere at right angles to each other, 
loth units may serve the ume or dlffirant menu items. In dnlgn S, two arrangements are 
shown. The one on the left shows one counter with stations in series, eeeh station serving a 
different menu item. This la a commonly used errangement. The design on tha right shews two 
adisining countert in perallel, beek-to-baek, each serving either the same items or different 
itami, but with dniy one cheekeut ttatlon. This arrangement offers ftitter service to petrens 
then the single counter Brtingemant. In dMlgn Q, e flexible arrangement is shown and line 
eongettisn is thereby avoided, 

f. DINING ARIA. The siie of the dining eree Is governed by the number of 
persons to be seated et one time. The averege time for wfeterla-style service is from 12 to 20 
minutai a person, lating time for teble service is leldom less then 20 to 30 mlnutw, but 
serving time variM. 

g OlSHWASHi NG ARIA. The factors governing location of the dlihwaihlng area 
ere size of eperatlen, type of service, peraonnel avaliebte, methods (welter or cart) used for 
return of soiled dishes, number of cafeteria llnw, ventlletlon needed, noise ereeted by 
dishwashing operations, garbage removil requlrementi, end appeerance of the aree from the 
dlnlno room. Continuity of dperatiofie must be considered. With^ mechanical equipment, 
oeeratioria start with the Ineoming soiled dishes and continue with operetions et the dish 
preflushing machine^ glass washer, dlahwashlng machine, end cleen dish counter. Prom^ the 
clein dish counter, dishee or trays ere 0^^ back to the cleen dish or tray^lspensing point. 

h. POT WASHING ARIA. A separate pot washing aree should be provided. The 
erea, a room If po^WI^sHtoW br c&nvaniently locawd near the cooking awe. Gounten ihould 
be provldid for a efollopi^ 

I. QARii^ilARiM^ Tht prtage erea, Include and rubbish 

stdnoa area. iHwia tie loSiiil is^^^^^W^ the replying pl«ferm eiwr of the wceiving 
entranet. Ooeaalorwny t^^^ In a separate building away from the 

dlnlna tteilt#^ Peroihitt initt ■ i^lawwd gartege room located at one 

SSTle^lvIna piWerm; w^^^ a door epwilnfl onto Jeh platform. Whw vwjhing of 
gertMoe aria li riflulfii^, i firte^ unit should be locattd et the "nd ef the 

^vlna aiatfonn or it some point et the rear of *e building. This unit should heve hot and 
SdSf i^ live stM^ to sterlllie garbege cans. The prbage erea should hevi 

good drainege and a wmp. 
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1 1 DRAWING A PLAN. So that thi placing of th« equipmf nt can be visuallztd when 
Initially' planning a club, thi facility and equipment should be drawn on a board to a 
raduMd srala. The most commonly usid seals Is 1/4 inch * 1 foot. 

PRi LIMINARY PROCEDURiS. Tht procedures for making a drawing ire as 

(1 ) Draw the outside wills of the kitchen and dining room, 

(2) Tentttivily divide the kitchan Into major working artas-recelving, storage, 
food preparation, cooking, larving, vvMshing, and prbage dlspowl. 

(3) &lwt the kitchen equipment, based on the type of building, avallabit 
utilltiw, menu planned, type and length of service required of equipment, maximum meal 
load, future expansion posibiHtles, and cost of equipment. 

(4) Cut out ttnvlatis of the equipmsnt select^ according to tht size of tht 
fquipment. Cardboard mn be used for templatas and identification of the equipment printed 
on each sida of ths template, 

(5) Arrangt wmplatw In a^igntd areas. The plannar can movt equipment 
around until a satisfaetory layout has been achitvtd. It may bt ntcwsary to alter plans as a 
rmilt of using ttmplates. 

b FINAL PROCiDURi. Whin tht planner has the final solution, the plan can bt 
compltted by removirig the templates and dfawlng tach piece of equipment on tht board as 
the template are remove, as In fi^re 2. 

12. SANITATION AND SAFETY, Provisions for sanitation and safety must bt made in 
terms of the tquipmant and i^ ust, 

a. Difficult to clean cornen and crevices on or adjacent to tquipment should be 
kept to a minimum. 

b. Cleaning <an bt made eMler by providing adequate floor drains, enough 
sanitary covtn, and enou^ racks of proptr typt and size. 

c. NiceiMirY ssfrty guards and duckboafds should be provide. Slectrlcal 
equipment should b^ ictaquatily Inwteted. 

13 MAiNfiNANCi Op EQUIPMENT. Corrwt malntenanct and repair art tsential to 
the efficiehcy ty li^ bf kitdiM^^ malntenanct Inpruttions on the 

orooer eire of certii^ also available. Kitchen personntl should know how 

to S^and?clein thrtr^tql^pn^^^^ alKi should be trained to ttktwt of simple 
rrialnttnirice as teutine lubriertioh. More eompllMted malntenanei should bt turned over to 
open mis miih equipment on loan is malnttiiwd by the 

Enflirirtrt^ kltc^ pertonnel should be friquwtly int&ucted in the importanw of reporting 
Irnmediately any dtvittiow from normal equipment operttion, wch w the mm 
refrigeratir to liintiin a dertrrt tempirtture. Prompt eorrectlon of some minor rouble may 
prevent serious damage artd thus eiimlnate the nMd for major repair at a later date. 
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14. DINING ROOM FURNISHINGS. Dining room furnishings should be attraetive and 
durable. 

a. ViNlTIAN BLINDS, Vinetian blinds ari raaommindtd ovtr cloth and plastle 
shactei for tht club bmust of their itti^etivins^ and utility. They may be usad to 
control ventil^ion and light and to offer privacy, Vtnttian blindi art ex^llent for carrying 
out the dewrttlve theme of the club as they art available in a wide range of w\on. They may 
also have contrasting tap^ and cords to enhance dMoratlve schemes, llmds may be 
ronstructed of aluminum, tteel, and plastic. Spring-tempered aluminum and good steel blinds 
are flexible, rand h^vy abuse, and hold their shape well, Venetian blinds may be obtained in 
ill heighti and widths and are therefore easily adapts to any shape window. The original 
higher cc« of venttlan blinds Is offset by their dui^billty, ease of riplacement, and decorative 
value. Favors which should be coniidered in purchasing Venetian blinds are: 

(1 ) Blinds with baked enamel finishes are the b^ buy, 

(2) Pla^ic or raated tap^ are best be^uie th^ will withttand rays of the sun 
without discoloration, are more sanitary and easier to clean, and are generally fire rmirtant, 

(3) Blinds that might be subjwt^ to woking or chimical fumes or vapors 
should be guaranteed apin^ diiraloration, 

b. CURTAINS. The selection of curtains depends on the room layout, the 
decorative scheme, the patronage, and the money available for purchasing. Curtains are used to 
soften the lin^ of a room, to create an intimate atmosphere, to highlight the decorative d^ign, 
to insure privacy, and to abwrb sound. Those that e«end to the floor convey a feeling of 
gran and formality. Short curtains exprra an air of informality and eaiualne^; Curtain 
materials are of primary consideration ilrae the regulationi require that all curtains purchased 
for use on Army inftaliations must be flre'reslMnt Most synthetic hbrrcs used in the 
manufaeture of cumins are a^p^ble, Synthttlc materlali include nylon, orlon, dacron^ 
rayon, acetate, fibergl^, dynel, and many others* This multiplicity of Hbr'm permiti a wide 
choice in selertion. baeron has proved to be one of the beit of the synthttlc fabric. It If one 
of the strongest, h^ a soft fabric, and drap^ ^slly, Dacron Is completely resistant to moths 
and mildew and has an excellent abraiiveH-^iMnt quali^. It is also washable, holds creasei, 
driei fast, and will not stretch or tfirink. In addition to all these features, it will melt before it 
bums* Rayon, on the other hand, burns relatively fast* Rayon is al^ moth^resi^nt and 
washable but is not mildewproofi This is particularly impomnt In selecting curtains In a 
lo^lity which h^ a damp ollmate, ^her fabric fu^h as acetate and orlon ha^ a poor 
r^lMnce to fire but may be made fireproof or i\r%^mimnt, 

c. DRAPiRIES, Di^perm are used much the same m curtains. They afford 
privacy and add dignity and fomi§lity» Dr^pert^ ihould fit Into the decorative scheme of the 
room. Usually dra^ri^ and curtains are not used together, but Venetian blindi are frequently 
used w'th di^perl^. Dra^rl^, like wrttini, must be firtHresittant to be used on Army 
jnsttllations. Thertfera, synthetic fabric are genwilly pur*ased for use m drapery materiaL 
Many new v«hible materials ara on the market for dripsrte. They should be Mileowl for 
d^lgn and for rtse of maintenan^. Some of the nylon hbrics require no ironing, Qla^fiber 
fabric may be cleaned with a damp eloth, although it It better to have them drycl^nrt. 
Regular brushli^ and durtng will help to prolong the life of the ftbri» Texttire should be 
^ch that lining is unnei^^n^i 
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d. DININd ROOM FURNITURE. Dining room furnitura consists principilly of 
tables and chairs for the rrain dlninf roams and stools and countirs for other activitlBS, such as 
snackbars Furniture should ba wltctid for comfort, durability, and construction. Other 
faattJrw that ire also Important afrt should be considered when purchasing furniture art 
material, quality, dmm, and finish. Buyini solely on price eonsideratlon is seldom 
satisfactory. 

(1) MATIRIAL. Wood is the primary material used in the minufacture of 
fumituri althouih n^ttl is bairtg inereasinaly used. The best woods are hardwoods, such as 
walnut, oak, maple, birch, and mahopny. Softwoods, aich as gum, are widely usrt in the 
present-day fumityre Indunry but are usually fInlsHed or venwred to simulate the hardwoods. 
Alymlnum and chromium-plated steel or bra» are used mostly in metal furniture manufacture. 
Wood furnlturt is usually provided for main dining rooms, while metal furniture is more 
adaptable to cafeter Im and snack tare, 

(2) QUALITY. Quality is particularly important In furniture because 
considerable capital outlay Is ne^wry. The Initial cost of quality furniture may seem high, 
but its long life offset the higher rast. 

(a) WOOD FURNITURi. Some of the fmturm that denote quality in 
wood fumlftire are m follovM: 

1 . Ending should be good, and joints should be tight fitting. 

2. Plywood parts should be well fitted and fastened. 

3. Sffalght*graln^ wood should be used in leg parts. 

4. Qlue and serewi should tM used instead of nails. 

5. Finish should be resisttnt to vwter, fruit juice, alcohol, and 

so'atdies. 

S. Leathef, where used, should be of the highest quality. (Vinyl 
uphoteery fabric Is now being widely used to Imltite Iwther for upholstery. Vinyl Is a hta^ 
but left and supple materiil wtitA a vinyl eott applied to a knit or woven fabric. It r^ise 
runs, and most sttins ^n be VRH^ad off.) 

7. The finWi tfiould be a part of the wood rather than applied to 

.It ,.y^ 

(bt MiTAL FURNITURI. Fw^^ denote quality in metol 

furnitur» Ineluda the felloWing: 

1. Mttol fumltore should be free of prdtrudlng bolts, rough edgn, 
or wil*. If thiSt^turM « rMdlly apparan^^ 

2. Watcb tfiould be used only en ermt braw. 

3. ThM should be no sharp wrners to tear clothing. 
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4, Upholstei^ should be ititahtd tightly 

S« Chrome ihould be triple-plated to minimize ehipplng or peeling. 

er M^r banding u oh metal tabl^ to prevfnt chipping and 
rough edg^ should be polished inodlied aluminum, Un\m banding is anodized* the aluminum 
will turn bla€k and rub off onto eiothing and han A. 

(3) DiSIGN; Function Is basic to d^ign; therefore, the first coniideratlon of 
fumityre d^lgri should be the abftifort of the user. In club operations, limpllcity of s^le 
and dM^ is di^lrable. Stock%a^ aire the lea^ expensive and most easily replaced. Size Is 
anottiK! ^or that shoul^^^ furniture. For a srwll room, square and 
oblof%;iibles shisuld^ be us^ to add 
yaf iety^ Chairs should be «urdy/and «mfoii:^le/T^ may be of wood or metal« with solid or 
upholttered seals, and light enough to be e^lly littid. They should be ©f a modified posture 
type; with some curve in the back of the chair to nwke It mipport the sitter In a oomfortabte 
positionp 

(4) FINISH. Characteristic colors and grains of wood produw a variety of 
flnish» Tabte should be finished so they may be used with or without doili^ or linen. 
Surface should be ll^itly^^^^^^ may be mbbed v\rith linseed oil from time to time to 
keep the finish at te b«rt. Wbod seals with a synthetic r^in base a to make excellent finishers, 

i. DINNERWARi- Faetors to be considered in the purchase of dlnnen/vare are 
typ^, slzes^ and quintiti^. 

(1) TYR i, China for ckib use should be a vitrifled/in^ltution-type ware 
of medium weight: The choii* of rolled^ge or stfiight^ge dish^ is t matter of perional 
taste. Straight edge generallTTS the appeargnoe of the djsh^, and brMka^ is not 
materially iri^w^ by the use of the llghteHoeking edge. Ivory or colored bodies are more 
popular than white because they Improve the appwrinw of the food. Attractive deigns are 
available which fit into the decorative plan of the dining room. The pattern selected should be 
open ^ock so that repla^ment wll be easy, 

(2) SIZES. The \mriew and slz^ of dishes are determined by the menu ind 
the type of iirvice, Eight^lneh plat^ are suittble for most^rvle^, although a S^nch plate is 
sometimes used for dinner in main dining roon^« Five and one^half Inchei Is the usual diameter 
for bread and butttr pldm and 7 1/4 inoh@ for salad and dMert plates. However, It 1$ Im 
expensive to omit thiM sizi^^a^ both purples, A Mu^dish 
to hold 4 oun^ is Mitl^tctory f or v^ettbl^ and may also M jjmc^ tor many tipm of desserts, 
Soupi brt«is may bi elthiar 6^ portion diNlrati. This 
bowl m^ also be uii^ ^ and coffee, 
A papular ilke htolite ^ ou ray be ei^ prwwd of blown* A 10-ounce tumbler 
may be used for both water ah 12* or 14-ounoe tojmbler is require for beverig^; 
and a 4- to 6H3unM gli^ is required for fruit and vege^ 

(3) QUANTITY, The quantity bought, particuhirly' for^'a small olub, 
ihould be enough to terve all j^trons at a m^l to avoid dl^w^ing during the mm\ ^rviee. 
This rmk^ for smootfier operation, 1^ br^k^, and a betttip or^niza^ of the employees' 
time. Quantitte which allow for minimum br^kagi and for annual replaMmene are ^ 
folloMr 



Large plitM~2 1/2 to 3 timM the number of Mats. 
Small plBtw~3 to 4 times the number of SMts, 
Bowls-2 1/2 to 3 times the number of seats. 
SauM dishiS"3 to 4 times the number of saats. 
Cu^-3 to 4 timM the number of seats. 
Saucere-2 1/2 to 3 times the number of seats. 

f FLATWARE AND HOLLOWWARi. Factors to be considered in purchtsinB 
flaware are type and quantity. Flatware should be of hotel type and welflht. Stainlew steel 
ware is preferred to plated ware for club use. Silver-plated hoUowware is an attractive 
alternate to china or glas. It is particularly succ^ul In such Items as sugir bowls^, lar^ 
creamers, and salt and pepper shakers. It Is ewentlal to control the loa of flatware through 
eareful handling on solled^ish tables, examination of garbage, and frequent inventories, with 
these precautions, quantltlM for purehase ire as folloMi 

Knives»2 to 3 times the number of SMts. 
ForkS"4 times the number of seats. 
Soup spoons~1 1/2 to 2 tinifes the number of swte. 
Teaspoons~4 times the number of seats, 

a LINiN. Table linen Is highly deslrible in club food service operation, 
Dartiejiarly for the dinner meal. Llneniied or cotton damask is the most economical type^ 
burchase. It is lint-fret, hM the app«rtnce of expensive linen, and dom not low i^strenfl^ 
through repMted launderingi m does real linen. Rwl linen it more attractive, but the initial 
c^ is highir than that oiF lintniied fabrici. Linen may be obtained J>|f 7 
white. White Is the most practical as it is univerally accepted by P«yons. Cjoth_s shou W hang 7 
to 12 inchei balovw the ttbletd^. They are sold in standard sji^ ^^m f 4 x 72 to TO x J OT 
inches Cloths sfeyid be handled careAilly as the Initial CMt and frequent laundering constit^ 
oSoJ SJ^iP^^W N»Pk'"' ^ 2? 22 Inches square. The 

tvpis of laundry facilities, number of patrons, and usage determine the amount of 

K nartS. Pour lineri should be purehaied as an initial supply. This will 

allow for one ^ on the tabli; t^ 

18 FLboRlNG AND FLOORS. One of the first wentials for good appearance of 
floors is immabulate cl^hllnaa. This is particularly importtnt in fo^ service operatio^ 
P^#jhdyifbe Mleiia th«i«^^ 

oliwnB tt- tt S^^ they my be kept dean at low cost. There are nwny 

^p«:|f iltooring. Inltlai^coit; Irattltatlon. and maintenance ^rtry. Some materials are better _ 
wittd f#ainliiriwf^|i^llt e*iW are TO 

a '^AniNiN&^iRbQM .rFCo^ dinins roorm may-be of a variety of 

msttrials. The^^ii^liflSi^S^^iW 
of the foom. In tHo-^ffiiiiii^W 

' '■'vW^^jjll?^^^ i$"a pieoi-of'flred,elaY,^s^ 

attractive ahd aaiily elean^.: giw; an tpBeirance of cooing, and fits in easily with most ^ 
deeoratlvischem^rWfldbriW -I 

(2i Tiift^b Fl-OORINQ. Terraaw li • mixture of marble ^l^jnd 
concrettT Whwi^feilid; « isipliiMrtnd to any sttpe, «m, or pntwir ^ wrftee. 3 

U lilS^nfl iMP^#c« b« a ^'rMmtim of colors. 
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(3) RUBBER TILE FLOORING. Rubbtr tilt Is ■ fwiliant tile of proc^sd 
matsriils and othtr Ingrtdlints madi by mijfing, Mlendflrlng, vu Ionizing and sandlnj. It Is 
avallabiB in a widi rangt of shitts, iquarw, and oblong. It may also havs matching or 
contrMtlna faaturi rtrlps. bordtrs, and stah- triads. Rubber tile can b« laid ovtr many firm 
foundations such as wood, concratt stona, or marbla. Rubbtr tile is atsily maintained and 
clMnid. It should b§ kept lightly waxtd with a watar-basa wax. Most spills and stains wipe up 
easily with a damp cloth or mop. 

(4) PLASTIC TILE FLOORING. Plastic tile Is a rtsiliant vinyl flooring 
basically compounded from vinyl chloride resins. It comes in several types and a variety of 
bfioht colors in solid and marbleized hues. Normal maintenance requires sweeping the flo^r 
daily with a soft hair broom. Harsh soaps can be used if nec^ry as the flooring is 
alkali-resistant. 

*B) LINOLEUM FLOORING. Linoleum is one of the oldwt types of rwilient 
floor covering. It Is comp^ basically of oxidized linseed oil, finely around cork and wood 
flour color pigments, mineral fillers, and reainous binders. Linoleum may be obtained in rolls 
and square tiles. It comes In a wide range of colors, and maintenance is relatively simple. 

(6) WOOD FLOORING. Hardwood flooring makis the best floors for the 
dininq room. Wood floora may be used in the dining room with good effect if they are 
propily trMted with a seal and light vwx. A varnish treatment is unsatisfactory and results in 
a shabby appearanee in a short time. 

(7) CARPET flooring; In selecting «rpeting for dining rooms or other 
rooms, it is advisable to contact a sales specialist from one of the iMdIng carpet firms. Fattore 
to be considered in buying carpeting are color, texture, soil resistance, traffic flow, style, and 
installation in relttiftn to building plans. Prices increase if odd widths, complex patterns 
requlriiw many yam colors, unique textures/or varied pile heights are ordered. Padding should 
be purchase with the carpet, as it adds to springine»,wear life, and texture. Light ccilora 
show soirquickly; multicolors camouflage dirt and cipretta-burn rspairs; large patterris shrink 
a room's si» and dominate the dewr. On good quality carpeting, the laber will show 
colorfastnws, prMhrinkage, mothproofing, and content of fiber in face pile and backing. 

b KITCHEN FLOORING. Quarry tile or other fired tile is best for kitchen 
flooring as 'it does not absorb grwse and moisture. It Is sometimes necessary to use cement 
flooring' If so, a special chemiral hardener, preferably with a red coloring added, sjiouW be 
used in working up the top surface. Rwlllent flooring, such as rubber, asphalt, and cork, Is 
undnlrable in kitchens since It deterlonrtes from exposure to grease and moi^ure. A wood 
floor is poroui, staifw easily, and is dltfiwlt to keep clean, it should be used only as a 
short-time instaliation and should be of hardwood, preferably maple. 

16. ViNTILATlON AND LIGHTING, Good ventilttlon and lighting add to the comfort 
and effleiency of the club facility. 

a ViNTILATlON. Any room In which food is praparad and served should be 
well vtntllWed. First, the oder of the Moking food Is not irrtWng to tmst pitroni. Swon^ 
paaom like to bt comfortable when wting. Nttunl ventilation is ehwpMt, but In mo^ 
climates natural vintilttlen is not ajfflcient. 
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(1) PANS« Natui^l ytntllation should ilwayi bt aidtd in the kitehin by the 
use of an idequste ventilatien tystem over raoking unim In many kiteheni iKhautt fans at^ 

to aid ventilation^ It Is advisable to locate the fan on the roof. If this li not po^ible, the 
fan rmy looted In the side mII tmrnt the aooklng unit. For the mo^ part, air 
eonditioning has replamd tfie use of ftns In dining roon^. 

(2) AIR CONDITIONINQ. Air Mnditloning is uml where oomfort dimands 
that the room be eooled In the ^mmer as well at heated In the winter. Air conditioning 
^stem are either the witral type or the packaged or unit type. A complete air eonditioning 
system involwd iimultineoui control of vmtllation, temperature, air circulation, humidity, 
and air cleanir^i A cenml air conditioning ^tem may accomplish all of thete tetur^. Some 
packaged uni^ are capable of performing ail of thtie functions, while others are not. The 
advice of a heating and ventilating engineer is es^ntial In ^l^ting an air Mnditioning lys^m 
for a club. 

b. LIGHTING. Good lighting Is ^ential for the comfort of patrons and for 
efficient performahM of dutliN by employe. Food shows to advan^ In a well-lighted room 
and looks dark and unattractive when the lighting is poor. Dim light increase fatigue and 
accident by employee. Cleanlin^ is possible only when dirt ^n be clearly seen. Lighting in 
dining roorm should averiy 8 to 10 footcandl^ of ^ndlepower on the ^ble surfaces and 15 
to 20 footcandl^ on ^ftteria counteiii Rec^rt lighting mak^ fi^cturei unnecessary and gives 
a pleasing effect. 

17/ qPFICI. The kitchen office should be iMated at a pla^ convenient for obserying 
storaroomdigtivitiiSf preparation^ and moking. It should have a raised floor and be provided 
with observation windows. At \mm 00 square feet of space should be provided to 
accommodate a deA» chairs^ and files. 

18. LbCKiR ROOMS AND SANITARY FACILITIiS. imployees need locker rooms 
with showefi, toMe^^ drMlng space, and individual lockers. Female employee must have a 
r^troom with one or more co^# 

a. SPACi REQUIREMENm Since food workers generally change their outer 
clothing and store unifor their lockers, larger lockers and more dressing space are required 
than in an prpniiatiori;^ lockers are required only for coate and hati. Generally, 6 square 
feet ftw^a^ room Itselfror about 8 square feet for 
overall sp^m/includinf^ti^^^ 

b. SANITARY FACI LITI ES. Whera po^ible a lavatory should be located outside 
the lodcer rooms and witKih e^ view c^ the o^Im. In this way, supervisors can inaire that 
employM wash their hands bMfore returning to duti^ In the kitchen. Water closet allotments 
are based on 1 perjM,;^|jion^^^ paf„40 mmM and lavatori^, 1 per 10 employees. 

19. REOUISITIONING REQUIREMEN Much time and effort can be saved by using 
the ^rrett approieh to the requW^ ki^hen.^uipment. Aftar the layout has b^n 
complied apd approved by the club planning board and ins^llation authoriti^^ the 
plannw^ inuitffelloW'fhroUgh on plans to secure tiie building d^ired and equipment ^eciflM. 
This requlr^^cbWliti &ordto wi* the food adviser, post supply off l«r, pc^ englhw, 
and other staff off i^rSi W is forwarded, tfie layout and any 
other information or devils mu^ be included so that the reviewer at hi^er headquarters may 
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cliarly undarstind what is nwdtd and the justification for the nted. iefore the requisition is 
forward^ for supply of additional iquipment for a club, plans ihould be complfttly 
coordlnited with the property officer to iscertain availability and adequacy of facilities and 
authorization for fundi required for installation. 

i. ORIGIN. All requisitions origlnatt at the using unit and are processed through 
the office of the property officer with complete coordination with appropriatB staff agencies. 
Requisitions used to obtain equipment are DA Form 2788 (Request for Issue or Turn-In) and 
DA Form 2785'1 (Requwt for Iwue or Tufn-ln). 

b. APPl.lCABL.i POINTS, The following pointt, as applicable, should be covertd 
and accompany the requisition. A cl«r, complatt, and accurate presentation of this 
information will make further requMts for inforrrMitlon or justification unnecessary. 

(1) PLAN. A copy of the plan should be fowirded through channels. 

(2) TYPi OF SERVICE. State whether seM<» Is to be table service or 
cafeteria lerviM and the number of lines for Mfeteria service. 

(3) TYPE OF PERSONNEl.. State whether officers, enlisted men, or others 

are being served, 

(4) LENGTH OF SlRVINQ PIRIOD. State how long a period of serving is 

planned. 

(8) CENTRAL FACILITIES. Sttte whwher central pastry facility, antral 
meat cutting plant, and/or garrison bread bakery is available. 

(6) FINANCIAL SUPPORT. State the type of financial support, whether 
appropriated or nonappropriated funds, available for the activity planned. The cost of caring 
for Oovemment^wned portable equipment on loan Is borne by the using activity. N CO 
clubs are furnished with meting equipment, and heit, water, electricity, and other utilities 
from appropriated funds. The care of non-Government-owned portable equipment is 
supported by nonappropriated funds, 

{7) DISHWASHING MACHINES, The flow of operations, from left to right 
or right to left, and heating medium intended to be UMd In heating the wash and rinse wter 
must be noted on requisitions for dishwashing machines. 

(8) WATER. State whether an adequate supply of wmter at a temperature of 
1 80^ F, is available for final rinsing of dishM. 

(9) DiTERGiNT. The wpe detergent used must be designed for the Wpe 
water availible. An IncorrMt choice will grwtly increase vwrevwshing costs. Ecology isalso 
r^ySS tocauM some localities have ordinances which reswict or prohibit use of 
V^^^»n^^f^^ of v«ter softening equipment will also decrease detergent costs 
and will awirt In overeoming ecological problems with detergents. 

(10) OPERATIONAL SKETCH. Prepare a sketth lowing the cycle of 
nnantion and the layout of equipment in the dishvwshing room. Also show the flow of 
S f?om thrdln1nrroom trough the dishvwshing room. The sketch is r^uwd v^en 
mSg nSar^teSSo~dishv««hlng equipment, when a riPj«««^«;t ^^^ine is being 
I^uisltldned, or when a new plan for the dishwshing room is contemplated. 

65 



111) CiRTIF I CATION. If tht itim btinf requisitioned is required as a 
replacement, a certif location Is mad« that the •xlsting pleee of equipment is beyond Monomical 
repair. 

(12) UTILITIiS. The «yailabla utilities at each building for which equipment is 
bting requisitioned should bt noted on Mch raquliltion. All r^uisitlons requestlna additional 
elertrliil iquipmint should be coordinated with the appropriate agency to determine the 
adequacy of the eleetrleal circuit In the buildings for which equipment is intended.* 

20. DISPOSITION OP EQUIPMINT. iqulpment use In the club is disposed of in 
tiie following manner: 

a. APPROPRIATED FUNDS PROPiRTY. All property on loan from the 
Government (purchased with appropriated funds) Is returned to the installation supply officer 
wnen no longer needrt by the club. Such property may consist of furniture, furnishings, and 
equipment. 

b. CLUB PROPiRTY. Club property (purchased with nonappropriated funds) 
may be disposed of In the following manner: 

(1) By gift to other Army clubs of the same type. An Itemizid list of 
property being dIspoiMi of if forvwided to the majof command. Th« major commind is alw 
notified of the anticipated date of Inipertlon and disposal of the property. On the dwgnated 
date. reprsMntativet may intpeet the property u a group and make on-the-spot selecttons. Any 
conttoveray over disposition of the pteperty is rMolved by the Mmmgnder of the insallation 
dispoilhg of th* property. 

(2) By gift to an authorized nonapprepriated welfare fund activity of the 

Army. 

(3) By transfer to a holding (di^ionl) activity, accompanied by appropriate 
documentation. NInrty percent of the procee* it remltted to the club activity npbrtfrig 
the property for dl^e«tion» but property which hw baaft a donation is disposed of without 
reirnbursemBnt to the club, i 

c. RiLf ASE TO PROPiRTY DISPOSAL. Club property may be dIspoMd 
of by release to the initailation propwty dispoal office. Usually the prW*nt of t^^^^^^^^ 
advisory council signs. the ilwse'dK^^^ Scrap or salvage property is disposed of without 
any reimbursement to Vhe"^ 
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LESSON 2 



Crtdit Hours; 2 



SELF-GRADING 
Li^N EXERCISeS 



RfQUIREMfNT* Exarci^ 1 through 30 ari multipl© ehoice. Each ixercisi has only one 
corrtwanswtrJndicateyourgf^Q^Qg by clfcllng Its letter. 

3* One of tht special requlreminti for caftterias is spact for 
a> additional deep frytit in the kitchen^ 

b. additional steam tabl^ at the counter. 

c. table service. 

, d, ^ndwich display. 

4. How is the maximum single meal load determined? 

a. By the length of ierving periods, seating capacity, and serving capaGlty. 

b. iy the number of meals to be served, seating opacity, and serving capacity. 

c. By the type 6f safvice, seating capacity, and Irving opacity, 

d. By the type of item to be sen/ed, seating capacity, and serving capacity. 



6, The siie and capacity of each type of equipment should be determined by the 

a. type of service and mtnUp 

b. dining room seating capacity. 

c. type of service and dining room liating capacity. 

d. total number of perions to be stn/ed and capacity of dining room, 

6. The minimum aisle width for a walk-in rifn^fater is 

a. 4 to 6 feet. 

b. 5 to 7 feet, 

c. B to a feet. 

d. 7 to 8 feet. 





The moit daiirablt typf of pot sink has how miny largt compartments? 
a« One, 

b. Two, 

c. Thrii, 

d. Four, 

Whigh of the following principlis would best insure the prompt and efficient sirvice of 
food in a waittr service-style facility? 

a. Maximum uie ihould be made of crosi-traffic waiter patterns between kitehen and 
dining room, 

b. Kitchen rations ihould bi arrangad so that cold foods are obtained first and hot 
fo^s la^ by waitiri, 

c. Kitchen stationi ihould be arrangad so that hot foods are obtained first and cold 
foods last by v^iters. 

d. Majcimum use should be made of narrow aiil^ to control traffic flow betwein 
kitehan and dining room. 

The location of tha beverage station depends on the 

a, lo^tion of the kitchen. 

b, numbiP of sen/ing lines, 

c, type of menu, 

d, location of the toasting machine. 

Of the overall space for kitchin and dining room, the dining room space Is normalh 
about 

a, one*fifth, 

b, two*fifths* 

c, three^ifths* 

d, four^fifths. 
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11. You ire planning tht kitchen and dining ar^ for 50 gu^s in an area of 100 feet by 20 
feet. Tht kitchen iffi would be approxlmattly 

a. 700 squire feet, 

800 squire fttt. 

900 squire fitt. 

1 ,000 squire ftet. 

12 You are planning a dining area for a club, and tht total arti for tht kitchen and 
dining areas Is 1637i square ftet. The dining area itielf would be approximitely 

1, 10,12i square feet, 

b* 6 JBO square feet. 

c. 5,625 square feet, 

d. 3,375 square feet* 

1 3* How should items of equipment be grouped? 
a. Into areas acQordlng to size, 
b* Into logical working units* 

c. in arias near llnei of triffic, 

d. Into working units and storage units. 

14. The recaiving platform should be about 

a. 4 feet high and 10 feet long, 

b. B feet high and 10 feet long, 

c. 4 feet high and 9 feet long. 

d. 5 feet high and 9 f^t long* 

1 5. For canned foods, the width of upper shelves in the storage area should be 

a, 16 Inches, 

b, 16 Inches* 

c. 17 inch^. 

d. 18 inches, 
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16. The vegatibia pri^ration area should be locattd ntKt to tht 
a. kltchtn* 

b« storigf ir^- 
0, dining room, 
d, kitchin entrance. 

1 7, The minimum equipment for a meat priparation area is a 

a. food preparation table, meit/flsh molding maGhina, and meat slieing michine. 

b. food praparttion tabia, meat/fish molding machine, and food chopping board, 
d. food chopping board, meat, fish and bone cutter, and meat slicing machina. 

d. ma at, fish and bona cutter, meat slicing machine, and meat/fish molding machina. 

18. Ranges, ovens, and deep fat frvan should ba looted close to the 

a. dining room. 

b, stof^ge area. 
Q, serving area. 

d. cold storage faciliti^. 

19, The space batwaan the backup equipment and san/ing counter in a ^fetaria should be a 

a. . 6^ to 7^foot aisle. 

b. !^ to 6-foot aisle^ 

c. 4- to S-foot aisle. 

d. 3- to 4-foot aisle, 

20- Eating time for table ^rvice is seldonri 1^ than 

a, 36 to 45 minutes. 

b, 30 to 40 minutes. 

c, 25 to 3S minutes* 
d« 20 to 30 minutes* 
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21. In plinning far the location of the diihwashing arta, one important factor to bi 
conslderid Is the 

a, length of time for food larvice, 

b, iviilibility of fluor^ent lighting. 

G, mtthodi used for the nsturn of solW dlsh^. 
d. dinmg room siting eipicity* 

22. One of the most important considirations in dishwaihing operations ii 
i« location of the dining area. 

b. continuity of optritions. 
0. ventilation of the kltchen« 
d* location of the serving area* 

23. One of the important sttps In making a drawing of the kitchin is to divide ths kitchen 
into major working arias, which are 

a. storage, riceiving, food prepiration, serving, washing, and drying. 

b. receiving, food priparation, cooking, storage, and disposal, 

c. rtceiving, Mraga, food priparation, cooking, serving, washing, and garbage disposal. 

d. storage, food preparation, cooking, Sirving, and washing, 

24. Two important factors to considtr in the selection of club equipmint are 

a. location of kitchen area and location of dining area* 

b. borage space and station iequince. 

c. available utilities and maximum meal load. 

d. size and color of iquipment, 

25. In plinning for sanitation and safety of kitchen equipment, the two most Important 
factors are the 

a. kitchen area and type of service. 

b. number of patrons and type of service. 

c. type of service and equipment. 
d« equipmint and its use. 
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26. The varitty and lizes of dlsh^ purchased for the club are daterminid by the 

a, mtnu and typt of i€rviee» 

b, quality of dishes purcha^d. 

c. total numbir of pti^ons to be strved. 

d. diihwaihing facllitiai ivailabia, 

27. The amount of llnani needed for the dining faeility is daterminid by the 
a. typfi of mmm, laundry facilities, number of patrons, and uiage. 

b* typfs of servi^, laundry facilities, number of patrons, and number of v\mitari, 

c number of waitirs, siii of linens, and laundry faoiliti^. 

d, frequency of laundering, quality of linens, and fundi available. 

28. Generally, the rtquiriment for ipaot per individual for the locker room is 

a, 6 square feet* 

b, 8 iquart feet, 

c, 10 square feet, 
d« 1 2 squart f eet. 
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LESSON 2 



SOLUTION SHEET 



U.S. ARMY QyARTERMASTER SCHl^aL 
FORT LEE« VtRaiNIA 23861 



Check your work against thi solutloni given below. If you havi madi 
a wrong response or omitted a required response , correct your work* Then* 
go back and restudy the appropriate t«t portion once more (references 
follow each solution). 



f2L 


Sol 


Ref 


3. 


d 


para i 


4. 


a 


para i 


5. 


d 


para ! 


6. 


a 


para i 


7. 


c 


para 


8. 


b 


para i 


9. 


b 


para i 


10. 


c 


para ' 


11. 


b 


para < 


12. 


a 


para ' 


13. 


b 


para 


14. 


a 


para 


15. 


d 


para 


16. 


b 


para 


17. 


a 


para 


18. 


c 


para 


19. 


d 


para 







Sol 


Ref 


4d 


20. 


d 


para lOf 


4f 


21. 


c 


pari lOg 


S 


22. 


b 


para lOg 


Cd 


23. 


c 


para lla(2) 


7a(2) 


24. 


c 


para lla(3} 


8f 


25. 


d 


para 12 


8f 


26. 


a 


para i4g(2) 


9b 


27. 


a 


para i4g 


9c 


28. 


a 


para 18a 



All rtferancti art to the Lasson Text. 



HAVE YOU CHICKED YOUR ANSWERS, 
MADE CORRfCTIONS, AND RISTUDIEO 
THE TEXT. IF NECESSARY? IF YOU 
HAVE, SO ON TO THE NEXT LESSON 
OF THIS SUBCOURSE. 



EXAM 



Correspondence Sithcourse Examination 



DO NOT GO ON TO THE EXAMINATION 
EXERCISES UNTIL YOU HAVE STUDIED 
AND COMPLETID ALL LESSONS IN 
THIS SUBCOURSE. READ THE SPECIAL 
INSTRUCTIONS (NEXT PAGE) BEFORE 
STARTING EXAMINATION. 
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SPECIAL INSTRUCTIONS 

1. PREPARING FOR EXAMINATION'. Before completing this examination, 
It 1s suggested that you rtvlew each lesson in the subcourse. Check your 
answers against tht solutions given at tht back of each lesson. If you 
have any questions regarding lesson text, lesson ixercises, or exercise 
iolutloni, use the studint Inquiry sheet accompanying the lesson. 

2. COMPLETING EXAMINATION. Read all directions before completing 
examination exercises. Check off your answer to each exercise in this 
examination booklet before indicating your answer on the answer form. 
Finally, complete the exercises following instructions in NIPUB 203, 
Correspondence Course Instruction Booklet (sent to you previously). Check 
your answers before sending In your completed examination answer form. 

It 1$ suggested that you complete all exercises In this examination. An 
educated guess Is better than an omission. 

3. RETURNING ANSWER FORM. When you have completed all examination 
exercises, return the examination answer form In the addressed envelope 
provided. 

4. EVALUATING SUBCOURSE. You win find a form, student evaluation 
of subcourse, at the end of the examination exercises. Before filling 
out this form, read the INSTRUCTIONS at Its top. After filling out the 
form, return It with your examination answer form. 

5. USING INQUIRY FORM. A student Inquiry sheet Is bound In this 
booklet at the end of the examination. You may use this form for questions 
regarding administrative matters or legibility of examination materials. 
The form may also be used for requesting enrollment In an additional 
correspondence course or In specific subcourses upon completion of current 
correspondence-course coranltments. 



6 
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iXAM 497 



Credit Houfsi 1 



tXAMINATION ASSiGNMiNT 



SUBJECT 

STUDY ASSiGNMiNT 
SCOPE . 



Club Equipment and Layaut, 

...... Review of ill previous aiiignminti. 

Concept^ funetiens/ and prineiplas of club 
mar^ftn^nt; rslationshlp of fhm elub to 
other folding faeilltiei and oeHvitias; fun€ 
tlors and procMdingi of a elub t^ord of 
gov#rnorii procurement of equipment for 
thm olub; club layout and design; military 
and civilian protocol • 



OBJECTIVES 



.To taft attiinmant of Itsion obiectives 
and to amphiiiii points that have 
bten previously itudltd. 
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EXAMINATION EKlRCISeS 

REQUIREMENT, ixerci^ 1 through M irt multipli ahoiGt. Each exirclie hai only one 
singlt^bm iniwtr. Indicate your answer on tht an^Vir form. 

5. Using sound managimtnt prInciplM, a manaier is said to be planning when ha 

a. evaluates alttrnate sourses of action. 

b. dirwts a group in v^rk priparation. 

c. develops good working relations within an organizilion. 

d. maintains harmonious rilatiQns among tht operating branchts, 

6. Organizing, ont of the fivt basic principles of managtmint. is P^rformid by the managaf 
when he 

a: iupervises tht activiti^ of his work forct, 

b« fstablishti goali. 

c, tftablishii a chain of wmmand, 

considers how each operation supports the mission, 

principla of directing? 

a. He iupervises prepirationi in lypport of a plan. 

b. He establishes checks and bilancii to correct errors. 

c. He determines tht ob|ectivef of the club . 
d He selecti and assigni pefwnneL 

A monogtr is following thi managtmant princlpli of coordination when ht 

determines how much manpower is needed to schievt the mission, 
b. consults with subordinates to put his plan Into ef*wt. 
e. assigns personnel to do certain specific functions. 

d. ties togither all functional elements in the mission. 

^'J-mals-y Sfimaj^*^ /<nAT&mtAJ^ , 
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8. 

a 



9. A elub manQger follows a sound personnel management teehnique when he 
i, publicly riprimands in employet for failure to follow instructions. 



c. delegitii authority for warahouiing opirationi to a competent lubofdinatt. 

d. ktips iilint on rsctntly adopted operating proGsdurei to avoid goisip. 

5. If you are constructing or renovating a club, what are the majar cor^idarations in 
dttermining the location of the kitchen and dining room? 

a. Shapi and arsa of the building. 

b. Availability and type of utilitiei. 

c. Type and cliSi of ficility. 

d* Typfe and pirmanency of the club* 

16. When links are saltctid for dishwashing operations in the kitchen of a elub/ prime 

consideration Is givin to the layout of the kitchtn and its rilation to the dining room and 



a* numbar of personnel assignad to dishwashing operations. 

b. cost of dtnnarware to be used. 

c. volume and type of dinnarwart to be used, 

d. type of lighting and vantilation available in the kitchin. 

17. The three compartments of a pot sink art used for 

a. scraping, v^shingi and rinsing. 

b. scfaptng, soaking, and washing. 
G. soaking; v^shing, and rinsing, 

d. preflushing, v\^shing, and rinsing. 



praparas all financial itatiments and operating rsports hinnself. 
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18, KItchtn stations should be irrantid w that the waiter obtaini 
a, cold foods first and hot foods lart. 

Hot foods first and cold foods last, 

c, cold and hot food topthtr, 

d. cold foods and some hot foods tegether. 

19. You are plinning tht kitchen and dining irta for 4i guasts in an aril of 60 fett by 
fett. The kitchtn area would be approKimately 

a, 2,150 square fitt. 

b, 340 squart fest« 

c. 360 square feet. 

d. 2,250 squart feat 



c, 760 square feet. 

d, 380 square feet. 

21 , The food mixing machine should be moyntid in an arta convenient to 

a, the salad preparation arta, 

b- thi meat preparation area, 

c. rangt s and die p fat fryers, 

d, bake ovins and steam cooktrs. 




overall space required for the kitchen and dining room in a eli 
re feet. How much of this space is required for the dining room on 




1,140 iquart feet. 



1,100 ^uare feet. 



22, 



DELITED. 
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23. The size of the dining arsa to ditermined by the 
e, number of patrons to bi ieated at one tima. 

b. ityli of lirvice to be offered, 

c. number of dining tables availablt. ^ 
d* numbtr of kitchin and dining room perionneK 

24. One of the important factors in seltcting the kitchen tquipment is to know the 

a. number of kitahen ptrsonneL 

b. maximum meal load, 

c. minimum meal load. 

d. least number of patrons to bi servid* 

25. When furniture is purchasid for club operatiar^, the firit considrrrotion of furniture 
design is 

proper slEt, 

b. reasonable cost, 

comfort '^r the user* 

appaaranca. 

26. One of the largast eKpansts of optrating the dining room is the 

a, initial cost and laundering of table linen. 

b. initial cost and liundiring of napkins. 

c. initial cost and replacament of tablawart* 
d* initial co^ and rtplaeimant of dinnerwari, 

27. Tha bast flooring materiil for a club dining room is 
3, tirrazzo tile« 

b. firid tila, 
€. plastic tilt. 

d, hardwood, 107 
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2S, The prtfirrtd material for kitchin flooHng is 

b. wood, 

Imolaum. 
d. tiii, 

REQUIREMiNT Exereiies 39 thrDugh 44 irg matching Mtreiies. Column I lliti statsmgnts 
cpneifning managamgnf funetions. Coiumn M lists the management funetions. Select the 
fy net ion in coiunin M thit matehei the statement in column I mej tndtcita th# iniwir on the 
aniwtr form. The ahaieis In column II cm be uifd onci, more thin onat, or not at id. 



COLUMN 1 




COLUMN 11 


39i The monagtr mult be able to 




Cooperating with others. 


identify how to support the missions. 








b. 


Communieating with people. 


40. The monoger must be able to 


c. 


Establishing objeQtiveSp 


influence his employees/ 








d. 


Motivating imployeei. 


41 « The manager murt take a sinaert 


e. 


Making deQisions^ 



interest in subordinates is individuali. 



42. The manager must anticipate 
subordinates' reactions to new planii 

43i The manager must have the iupport 
of his employ tes« 

44, The manager mutt it leot i couf^ of 
action relative to policy and nnajor 
plannlng« 
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